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APPLICATION FOR RECORDS RETENTION SCHEDULE ““2?';.CZESQ'}LT,,‘.:&?::#322&5\,“.2‘;2m

AECORDS MANAGEMENT UNIT

- - i A T

For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlants, Georgia
30334. Phone - (404} 656-4976 GIST: 2214983

DHR 1. GEORGIA DEPARTMENT OF HUMAN RE?OURCES . V ARCHlVES AND I-I!STORY

Application Date’ : Office of Pinancial Services . [ Application Number

8/24/82 Pub‘l__ic_ Asaiqtaﬁce Unit 75 2.(0 q g

47 Trinity Ave. S W, - Room 503-8  |=—s .

Documents relating to:

included are: StoOp payment request to bank; correspondence between Public Assistance Office
and DFCS Offices requesting affidavit from welfare recipient; copy of original check,
acknowledgement letter from bank atating receipt of bank credit or refund; and related
documents.

File is aranged: chronologically by month; thereunder, by county case number

—_— et e — o ———— e e e —— e ———
8. Monthiy Reference Rate : How often are records referred to which are:
One to six months old a :  Seven to twelve months uld ..t Thirteen to twenty-four months old ——
twenty-five months and older ——— 2 ‘
9. Annual Rate of Accumulation or Records o a T o
Lotter-sizedrawers . . _; Lagal-size drawaers : Shelves ____ _ ; Other [Specify) i . _—
/ F;L;m f49%8 '(J"-":;a)' ’ e ‘:_‘“' = e ‘ {Over)

—

Application Number Date Received " Date Completad
Atlanta, Ga. 30334 AUG 31 % 982
————— 82-42 T T T L T e T T T L e e T e e e e I T ” b o LTl I 0 CT 2 5 19&
2. Person to Contact o Working Title ““Telephone Number
| _Nancy Howell — oo Supervisor ... . 6,;4373
3. Action Requested Change Re tention Period
a, D Establish Retention Schedule; record will continue to accumulate. Change Pile Arrangement
b. [JDispose of present accumulstion; no further accumulation anticipated. Change List of Inclusive Materials
c. X Amsnd Application No. 715-269 Check One: [ Change; [ Supercade; [ void '
4. Dates of Serias 5. Records Snrles Title ffoﬂomd by title ussd in office, if di d!fferenr) T o B T
Earliest Latest S S
e At Public Assistance Bank Credit Files . .. _ e
6. Division'snd Office Function =~ What is the function éf the Divisiori and the Office in whith thlu Tecord series I¢ Sreated? T = ru i :
~ : CIAPEE b Fotad 2-1 .1
XX
1 ¥
A X
bt
7. Records Series Description This file contains the foliowlng documents finclude form numbaers snd tities, if any): _ Attach ssmples of the file.

1l




YES | NO | 10, Questionngire (Place an “X" in the proper column)

4. Is this the official copy of the serias?
If not whnra is it?

b. Does the series contain uonfidentlal anformatnon requiring secuntv handimg? If yes, cite law or regulation.

c. Isthisa vntal record? " . .
d. Does thls series have historical or long term research value? L TTTe —

e. When one or two documents in the file make it necessary to keep thg entire f:le fora Iong penod could these documents

. - - =

be schaduled separately? g .2 Tgiamort

YT e

f. is the information contained in this series ever published? IF ye y#i, attach copy.» -~ % 0 et .

a. Isthe information contained in this serfes ever r aratyzed ard/or ‘rcerdedin & sufmmarized Teport?

f ves, attach copy. AFTCE L en  miin Tl o
h. 15 there a duplication of this series in your office, or in another office or agency? £5-05
i yes, where?
I. Is this series ?6:8;”8]0!’ portion of it) regulerly microfilmed? ‘ T T
: ";:”T;Bes the reoord sories tesult ina éonléy:té?manm ut? B v
11. Retention Requnrenw"ﬂts v ‘_ - “ A‘*w - 7-‘”1_‘he?ollowing requires the sarles to be kept:
rSta{:t; I’.a? poeveT fjf'TLﬁLﬁ‘;‘w".- . . d. Auditperiod . .. ac —years.
b. Statute of limitation e years. o e.  Administrative need .. VEATS,
¢. Federal law — .. Yesrs. f. Federal' retention instructions . =Y0ars,

Attach copy or excerpt of laws or regulations. Explam gdmlmstratwe need rabant

assistance.

Administratively, these files are ?aecessary to°document’ pasnnenta made for public

12 App;JEd Disposition Instructions Th?a_géncy }éoom‘mendi that the file series be cut off ut the end of each:

These instructions apply to all prior and future accumulations of the series,
o

(I caiendar Year; X Fiscal Yesr; ) Othar then,
X Hold in the current filesarea . _monthis) . L _ year(s}; then
O Transfer to local holding ares; hold . ____ year(sl; then
X Transter to State Records Center; hold 4 year(s); then
N Destroy ‘
O Transfer to State Archives for permanent retention.
O Other (Specify)
a%3330 aqnnintecs T ~ecciad ansckoosnosig ket o tecnit oy dpc TR ok
A idn Ieaiokr: e vaea [ toniaibaan g3 1o mend 1iun®E3Te getdes oo ac3iY0 2T Roa
hq‘!n!f" hpa o paae oo Ahosg Jasd Te o catoges aptqadn oed ment oqeitef Ago o taTwe dar
Firo 0 Sab

Agency Head/Designee (Signature), ., Date o) __Egcord; Ma‘nagimgn:r

Hoemeny gyl

[ancy F Lhaett Tasls 2

Stgte Records Commmae (Sf'ynarurel

Recommendations in psregraph = i

12 are spproved. State Auditor/Designea <, . % / ?
(I disapproved, attach letter - s 7 %. 1
of explanation.) Secratary of State/Designes 4 /3 ,i Z/

Attornay General/Designee

i

Form 4998 (7-78) { RV




STATE OPFICE OF SECEETART OF STATR

. . Wi
DF App" 1ca t 1on for BEPARTHERT OF ARCSIYES & RIATORY Pal
‘GEGRGIA‘ RECORDS D1 SPOSITION STANDARD SECOMDS MARAGEWRET DIv181OF
"ﬁ‘”' pataes ) JAUTR, Jirms Sea asparate 1autrurticns for coapletioa <f ) FIP RETOND, MARACENENT LIVYIGIDN U
_ 1L "i\ - -.lb frant and revarse of thias ’5,. Sign ori1ginel and tyo copies Datr Mizalived - Applivation Mo Fate Urmp = at
D Aseccy dppotiarioa A and forward 1o Pepartasnt of drehives and Wistory, dttaatiom c
D!-{ r; ‘Cl J'nﬂwia Man ng.-u-ll RIJ4TY i ;BV 1 9 1975 75 zaqn c 1 5 19?5 “
P : : . nnn aterin rire dddresn Perann in "nnI-n;:-:V - Mo—— .
'Departrérit of Humdn'RESolreds cfe
Divisicon of Admmstratmn : N -
Public Assistance Control Unit . ~ Nancy Howell , _
u? Tl"iﬂi’t‘,’ AVEDUG. ROOIT 501"‘H .w‘r.inn Title . b. fed -
Atlantz. Ta. 320334 taff Supervisor eso-uues
ION REQUESTED '
E] ESTAZLICH DISPOSITION STANDARD, DISPOSE OF PRESENT ACCUMULATIOL;
Rz

: ~CORD WILL CONTINUE TO AC"UMULATE. NO FURTHER ACCUMULATIOK ANTICIPATEU.
| : . :

T farliest & Latest {9.Exact Series Title
Dates of Series

157¢ - Present Public Assistance Bank Credit Files
[ D.

What is the function of the office in which this record series is created?

The Division of Administration is responsible for prov:Ldlng administrative support to the
Department. This includes general acco\mtmg services; budget development and management ;

genewal support services: data processing and management information systems; patient accounts
services: and personnel services.

Accounting Benefits Payments - responsible for processing payments for benefits and services --
subsecticns are Medicaid-hursing Homes Medicaid-Other Expenses, Vocational Rehabilitatian,
Assistance Payments, and other benefits (Crippled Children, Cancer, Stemllzatlon, Mata-Pak
Foster Homes, Cuban Refugees, ete.).

1

1. This file ¢ontains the following documents (1nclude form numbers’ and tltles, if any,
and file arrangement ).

Documents relating to the recovery of public assistance funds fram banks who have made
wnauthorized payment of public assistance checks.

Included but not limited to are, stop payment request to bank, correspondence between Public
Assistance Office and County FCS Offices requesting affidavit from welfare recipient, affidavit
sipned by welfare recipient stating that he or she had not cashed or authorized cashlng of public:

assistance check, copy and original check, acknowledgement letter fram bank statmg bank credit
or refund if aoollcable and related documents.

Files are arranged chronologically by,year_ and month.

ATTACH SAMPLES OF THE FILE

o, TQUIPREINT ACCHPERY n~ of Dravers ‘| Cu. Fi. of Records I %o, at Dravers Cu. Pr. or Recordn
Levs 1 r v 7 ARSUAL BATE OF ACCUNULATION
. er-slae e rTavers
1 1 1/2 less than 1
1a OfPirelal 1n Storege ares: o)
Legal-siae Fl.e [rawery Fioor 3pace Occupled {Square Peet) st
This Leet Vra-paingfi.. Pr1:
Yeat'y Yeat'ae Jear'y Tears'
l AVERACE Dally RFFERENCES

LAY TN 1 B8 Y- 5




PAGE 2

Ty

h QUL‘S‘[ION“AIRE Pt w &% 8% Lo the proper feluwn 17 answer Tte tvrs, ﬂ.-lo upl.ta

+  13. is this the Record Copy of the series? .

1L, Is there g duplication of this sefies in another offYice or mgency?

15. Is the information contained in this series ever summarlzed or published?
Attach copy of summery or publication.

15. Does the seriés contain classified informatlon requiring security handling?

17. Dces the series initiate, amend or terminate agency policies and procedures?

18. Could the function be performed if the files were lost or destroyed?

i9. Is the series (or major portion of it) regularly microfilmed? If yes, why?

20. Does the record series provide data as input to an EDP file?

21. Does the record series contain documentation produced as EDP printout?r

sition of these files? o . S .

L]

23. Will there be & need for these rgcorés 10, 15 years from now? If yes, what?

22. Eas the Federal Government issued 1nstructions governing the retention/dispo—

YES NO
(x] [1
{1 [¥
[1 [x]
[ 1 [x]
{1 %]
(x1 [1
{1 (¥
[ 1 (%
)
11 0%

1 [%]

2k, REQUIREFENTS. The following requires the files to be kept 3 years:

(Cite Law, Statute, or other reason for the roctention requirement)

H

Reference Experience

a.[)JSTATE  b.[])STATUTE OF c.[]AUDIT d.[JFEDERAL  e.[MADMINISTRATIVE f.[]HISTORICAL .
LAW LIMITATION PERIOD -  LAW DECTSION VALUE

-

o

of each -[}CAILENDAR YEAR- -pFISCAL YEAR -[]OTHER

25. AGENCY RECOMMENDATIONS. This'agency'recoﬁmends that the file series be cut off at the end

sthen:

[ 3 Hold in the current files area . month(s)/ year(s)

{ %] Destroy.

[ ] Transfer to State Archives for permanent retention.
[ } Destroy immediately after cut-off.

[ ] Other: (Specify)

a3

[ %] Trensfer to { X} State Records Center [ ] Local Holding Area; hold year(s)

(In&%cate briefly rationale for recommendations above/or write additional remarks):

Pecords, Management 0 ftcen-GStgnature " Date

DATE

Wabboe ) Moengdd €mo 1 d-w0-15 OTHER REQUIRED SIGNATURES
26. Recommendations JAgency Head70estgnee '
in paragraph 25|p<l Approved [ ] Disapproved

Y

are: ta uartor/Designee

STATE RECORDS

1] Approved Disapproved | y AL =Y
Secr State/Designee T -
1A [ 1 Disapproved [Z-10-7¢

COMMITTEE

Attofney General/Designee
r ﬁproved] lD1sanaroved

2y




STATE ] _ o -‘; _OPFICE oY SECRETARY OF STATE
A pp] ication for DEPARTMEET GF ARCEIVES & NISTORY
GEORGIA RECORDS DISPOSITION STANDARD RECORDS RARAGEWENT DIVIGiON

TRETRUCTIORS See weparaie tnatructions for completion »f Fﬂi RETORGS IAIAFEHE!T DlV]%lQl sk

l s Application Date
D

P | D "?)\ - —15 front and revirss of this form. Sign original and tyo eopies Date Metaived Application No. late Completet
7 Mency Applicaticn Re, and foruard to Pepartmant of Archives Vand m‘nory,_anuu'aq, Ov 1 9 1975 7 -26 DEC 1 6 1975
DH Q - ICI Reserda Management officer ) . . 5 “"-“ _ - . ]
Dé:ﬁ:a' “'!r.lt Of T; talnn th-lninorin. ofPicre Addrens .Pdrlhn te 'ontat
Division of Administration Nancy Howell
Public Assistance Control Unit , Cy Howell ]
47 Trinity Avenue, Room 501-H ‘ B L vrriea T 6. Tt
Atlanta, Ga. 3033y taff Supervisor 656-14485
" RCTION REQUESTED '
El ESTABLISH DISPOSITION STANDARD; . ' DISPOSE OF PRESENT ACCUMULATICH; N
RECORD WILL CPNTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED,

8 .Earliest & Latest 9. Exact Series Title
Dates of Series

1974 - Present - | Public Assistance Bank Credit Files

p 0. What is the function df the office in which this record series is created?

The Divisicn of Administration is responsible for providing administrative support to the
Department. This includes general accounting services; budget development and management;
general support services; data processing and management information systems:; patient accounts
services: and personnel services.

Accounting Ben_ef_l_t_s_ ?gyments - responsmle for processmg payments for beneflts and services --
subsections are Medicaid-Nursing Homes, Medicaid-Other Expenses, Vocational Rehabilitationm,
Assistance Payments, and other benefrts (Crlppled Children, Canoer, Sterlllza‘tlm, Mat-Pak,

Foster Homs Cuban Refugees etc.).

- R - o
.

1 1. This file contains the follow1ng documents (1nc1ude form numbers and titles, if any, ,
and file arrangement).

Documents relatmg to the recovery ‘of public assmtance funds fram banks who have made
unauthorized payment of publlc assistance checks. -

Included but not limited to are, stop payment request to bank, corfrespondence between Public
Assistance Office and Gounty FCS.Offices requesting affidavit from welfare recipient, affidavit
51gned by welfare re01p1ent stating that he or she had not cashed or authorized cashmg of public
assistance check, copy and original check, acknowledgerent lettér from bank stating bank credit
or refund if applicable and related docments.

Files are arranged chronologically by Srear and month.

ATTACH SAMPLES OF THE FILE

17 ’ BQUIPHENT noCiplEY Nn. of Dravers Cu. FL. of Records I Mo. of Dravers Cu. Pr. or Recrrds

ARRUAL RATE OF ACCUNULATION

Letter-aite File Drevars 1 l = 1/2 lESS than 1

In Otrizeial In Storage Areafs’

s, H 3
Legal-sise Pile Dravers T = Fioor Space Occupled (Hquare Peet)

aalRt
o . !hh Last PrecedingfAali Frior
_“ .. - le:r'n YeaT's Year'as Years'

{"«' N AVERACE DALY RFFENFN-ES

B s : o 10 5 |1 1

Form  aR-30-7;




L0 PNGE 2

— R =

QUESTIONNAI RE Hu- an 'E-" tn the prn;r coluan. Tf anewer ta “YES," pleass explatn . . .. YES NO

13. Is this the Record Coﬁy of the series? | ‘ ' ) xT ~[ 1
14, Is there a duplication of this series in another office or ageﬁcy? 0] .[Xj
15.° Is the information contained in this series ever summarlzed or published? { ]: (x]
Attach copy of summary or publication. ,
16. Does the seriés contain classified information requlrlng security handling? - -~ [{] Ax]
17. Does the series Enitiate, amend or terminste agency policieé and'procedqres? ._w[ jﬂ [ﬁ]
18: Coﬁié ihe funcé&on be perfbrmed if the files were lost or destroyed? - '4_‘{¥]. f ]
19. Is the series {or major portion of it) regularljr microfilmed? If yes, why? | [ ] [x]
20. Does the record series provide data as inpﬁt to an EDP file? 11 (x]
21. Does the record series contain documentation produced as EDP printout? L) Ix]
22, Has the Federal Government 1ssued 1nstructions governing the retentlon/dlspo- 01 Ix]
sition of these files? : st T e
fgr = & - B T L DU r . -
23. WillAthere'Bé_ a need for these records 10, 15 'yearé'from now? If yes, what? ‘_ [_] [x]
-] 2k, REQUIREMENTS ‘The follow1ng requ1res the files to be _kept 5 years:

a. []S'I‘ATE b []S'I‘ATUI‘E OF c. []AUDIT id. []F'}:.DERAL " el [;dADMINISTRATIVE £.{ JHISTORICAL.
LAW™ #=°" - LIMITATION -.» PERIOD =~  LAW * 7" DECTSION . VALUE
(Cite Law, Statute, or other reason for the rétintiovi vequirement)
Based on previous reference experlenoe concerning prosecution of fraud, balancing bank
statements, etc.

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off &t the end
of each [;.&CALENDAR YEAR -[]JFISCAL YEAR -{]OTHER ,then:

[%] Hold in the current files area . ‘month(s)/ year(s)

[ %] .Transfer to [x] State Records Center [ ] Local Holdlng Area; hold year(s)
[%] Destroy: =~ o7 -

[ ] Transfer to State Archives for permanent retention.
[_] Destroy immediately after cut-off.

[ ] Othet: (Spec1fy) e

mamtamed accordlng tostandard#73-ll77—A Publlc A551stance Cancelled Check Flles.l - 7

(Indicate brie fly rationale for recommendations above/or write additional remarks):

4

Fecordsgz agement Office ( 1gnature) Date

\‘,\b_f]i” OTHER REQUIRED SIGNATURES DATE
26. Recommendatwns Agem‘y Head/Desvfgnee ' '
in paragraph 25L&l Approved [ ] Disapproved )?@neg- Dttt ///e/,f.s-
are: atg” Auditor/Designee T\ .
Approved Disapproved§ \y_ - \‘ s 0k e \7\\7 %]
STATE REClRiS Seere 7Y of State/Degignee
COMMITTEE eu,n Disapproved 0@;‘4-&1. /¢n.\:r' _ Jr-te 7%

Attorhey General/Designee
[ /1 Approved Disaroved ¥ 1212 717




